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Loan Commitment System 
Home Improvement Programs 

On-Demand Process Guide 
 

• The following On-Demand process guide is a 
presentation designed to walk Minnesota Housing 
Lending Partners through the steps needed to commit 
and work with loans in the Loan Commitment System. 

– It should only be used as a reference/resource guide. 

– Lenders are encouraged to register for Loan Commitment 
System training prior to viewing this guide. 
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and view the entire guide, 
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Loan Commitment System Basics 
Getting Started 

• Access the Loan Commitment System using Internet Explorer 
only 
– Mozilla Firefox and similar internet access software are not compatible 

with the Loan Commitment online system 

• Internet Explorer versions 8 & 9 need to be made compatible 
with the Loan Commitment online software in order for it to 
work properly 

• Please reference the following guides if you are experiencing 
problems 

 

http://www.mnhousing.gov/idc/groups/homes/documents/webcontent/mhfa_012067.pdf
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Loan Commitment System Basics 
Web Administrator 

• Assigns user names 
and passwords 

• Adds new users  

• Manages 
access/privileges for 
users 



6 

New Loan Commitment 

1.  Go to mnhousing.gov. 

2.  Access Partner Login located in the upper right corner. 

http://www.mnhousing.gov/
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New Loan Commitment 

Click on “Loan 
Commitment System.” 
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New Loan Commitment 

Enter the User Name and Password supplied to you by your internal Web Administrator 
for Minnesota Housing. Contact your internal Minnesota Housing Web Administrator if 
you do not have or do not remember your user name and password. 
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New Loan Commitment 

Click on “Single Family Web 
Management.” 
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System Navigation 

• This “Loading” symbol will 
appear when information is 
being processed. 
Interrupting while a page is 
loading will require you to 
log in again and start over  

– Do not click the back arrow 

– Do not hit backspace 
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New Loan Commitment 

Click on “New Loan 
Commitment” 
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New Loan Commitment 

Select the “Program Choice” tab. 

Do NOT  
click on the 

Program 
Type. 
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New Loan Commitment 

2. Click “New Loan.” 

1. Single click the program under 
which you will reserve funds. 
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New Loan Commitment 

2. Click on “New 
Loan.” 

1. Select your branch from the drop down 
selections. If you have questions or don’t see your 
branch, contact your internal Web Administrator. 
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New Loan Commitment 

  

This is the main work area. Click on each tab to enter information. 

Click on 
calculator to 
calculate P&I. 

The fields marked with this 
symbol         are required fields. 

Do NOT enter 
rehab details at 
New Loan 
Commitment 
Stage. 
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New Loan Commitment 
Loan Info Tab - Secured Loans 

Select the appropriate interest rate from the drop 
down box for secured or unsecured.  

Secured 

Unsecured 
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New Loan Commitment 
Property Info Tab 

Complete all fields on 
“Property Info” Tab screen. 
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New Loan Commitment 
Borrower Tab 

Double click “borrower” field to enter the 
primary borrower’s information. 
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New Loan Commitment 
Entering Borrower Information 

 

Enter all borrower 
information. Click 
“OK” when complete. 
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New Loan Commitment 
Entering Borrower Information 

Borrower will now be listed. To add a co-
borrower, select “Add” and enter co-
borrower information. 

Enter the TOTAL 
annual household 
income from ALL 
owners residing in 
the household. 

Household size should 
include ALL members of 
the household.   
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New Loan Commitment 
Finance Tab-Eligible Sources 

• Use this tab when 
other financing 
sources are being 
used 

• The highlighted 
finance sources are 
eligible choices for 
the Fix-up Loan 
Program 

• “Fix Up” is an eligible 
choice only when 
committing a CFUL 
loan 
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New Loan Commitment 
Optional Tab - Secured Loans 

The following screen will appear if you selected the “Fix-up Loan 
Secured” program earlier in the commitment process.  Complete all 
the fields under the “Optional” Tab.  
 
Note: Two decimals are required for the CLTV and the DTI fields. 
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New Loan Commitment 
Optional Tab - Unsecured Loans 

The following screen will appear if you selected the “Fix-up 
Unsecured”  program earlier in the commitment process. Complete 
all the fields under the “Optional” Tab. 
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New Loan Commitment 
Optional Tab – Community Fix-up Fund Loans 

The following screen will appear if you selected the “Community Fix-
up Loan ” program earlier in the commitment process. Complete all 
the fields under the “Optional” Tab. 
 
Note: Two decimals are required for the CLTV and the DTI fields. 
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New Loan Commitment 
Submit Loan 

Once all information has been entered, click the “Submit” 
tab. The system may take a minute or two to update. 
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New Loan Commitment 
Fixing Errors 

2. Click “Submit” again. 

1. If there are errors after submitting a 
loan, an error message will appear in 
red. Find and correct errors under 
appropriate tab. 
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1. A message summary will appear once 
the loan is successfully committed, and a 
Minnesota Housing loan number is 
assigned. 

New Loan Commitment 
Successful Commitment 

2. Click on “Confirmation Report” 
button to create a report to print 
with details of the commitment. 
(Not required, but useful.) 
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Updating A Commitment 

• Private Data not visible after submission (SSN, 
DOB) 

• Contact Minnesota Housing Help Desk if changes 
need to be made to the following data fields:  

• SSN  

• DOB  

• Property Address  

• Loan Program 

• Help Desk: 651.296.8215 or 800.710.8871 
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Updating A Commitment 

1.  You can update your loans at 
any point prior to “Funding 
Approve” by clicking on “Loan 
Management.” 

3.  Single click on 
the loan and click 
“Update 

Commitment” 

2. Enter your search criteria and 
click “Search Loans.” 
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Updating a Commitment 
Rehab Tab 

3. Verify “Total 
Rehab Amount” 
matches the “Total 
Amount.” 

1. Click the 
“Add” tab to 
enter 
improvements. 

2. Select 
improvement 
from drop down 
menu, enter 
amount, and click 
“OK.” 4. Repeat for each different improvement to be made. 

 

Note: Unless refinance is selected, the Total Rehab amount will 
populate to the total amount box. Ensure the total rehab amount, 
total amount, and loan amount on the loan tab are all equal. 
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Updating a Commitment 
Rehab Tab-Eligible Improvements 

• The highlighted 
improvement 
categories are 
eligible choices 
for the Fix-up 
Fund Program. 
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Updating A Commitment 

Modify your loan 
information and click 
“Update.” 

A message will appear 
indicating that the loan 
was successfully 
modified. 
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“Caching” or Saving an  
Incomplete Loan 

• Allows you to save a partially 
completed loan commitment to 
finish at a later time 

• No interest rate is committed 

• No funds are committed 

• Saved in Cache for 7 days 

• Maximum of 10 records per user 
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“Caching” or Saving an  
Incomplete Loan 

 Start the process of entering information 
for a new loan commitment.  

Click “Backup Loan” if 
you need to store file 
to complete later. 
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“Caching” or Saving an  
Incomplete Loan 

2. To restore the loan 
at any time, click on 
“New Loan 
Commitment.” 

1.  A message will 
appear that the 
loan was 
successfully backed 
up in  the cache. 
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“Caching” or Saving an  
Incomplete Loan 

2. Click on “Restore Loan” to 
retrieve loans stored in 
Cache. 

1. Single 
click on 
loan. 
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Select the “Program Choice” tab. 

“Caching” or Saving an  
Incomplete Loan 

Do NOT click on the 
“Program Type.” 
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“Caching” or Saving an  
Incomplete Loan 

1. Single click the 
program under 
which you will be 
reserving funds. 

2. Click on “New 
Loan.” 
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“Caching” or Saving an  
Incomplete Loan 

Enter your branch 
from the drop down 
list. 

You will be brought to the main screen 
where you will be able to view all of the 
information you originally entered for 
your Cached loan.  Complete the usual 
process for registering a new loan 
commitment. 
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Funding Approve 
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Funding Approve 

• Carefully review all information in and update all data fields 
prior to “Funding Approve.” 

• When you fund approve a closed loan you are certifying that 
the data is true and correct and that you have followed all 
Minnesota Housing policy guidelines and requirements. 

• Must be done after loan closing and after three day right of 
rescission period (if applicable). 

• “Funding Approve” incorrect information may jeopardize your 
ability to be fully reimbursed by Minnesota Housing. 
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Funding Approve 

1. Click on Loan Management. 

2. Search for your loan. 
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Funding Approve 

2. Click “Funding Approve.” 

1. Single click on the loan you want to fund approve 
(double clicking will only allow you to update the loan).   
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Funding Approve 
1. Enter information in 
all tabs and enter data 
in each field. 

Fields marked on the left with this blue symbol are required fields. 
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Funding Approve 
1. Enter information in all fields. 

2.  Review the signed and executed Note to ensure 
that the “Note Amount” in the Loan Commitment 
system is correct. 

4. Verify data in all tabs and click 
“Funding Approve.” 

3. Ensure 
ALL dates 
match the 
note and 
mortgage. 
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Funding Approve 

Correct the listed errors and click “Funding 
Approve” again. 

If there are errors after Fund Approving a 
loan, an error message will appear in red.  
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Funding Approve 

Be sure that all information 
entered in the Loan 
Commitment is correct and 
matches the closing 
documents. Minnesota 
Housing has limited ability 
to fix errors after closing. 

2. Click on “I approve the 
Funding of the Loan.” 

1. Click the box to approve 
funding of the loan. Doing 
so certifies that you’ve 
reviewed the file and are in 
compliance with Minnesota 
Housing requirements.  
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Funding Approve 

The loan is “Read only”. 
 
A message will appear to 
indicate that the loan was 
successfully modified and 
the stage is purchase 
approved. 

No additional updates can be made once the loan is Purchase Approved. 
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Funding/Compliance Approve  
Recap 

1. Loan information is updated in the Loan Commitment 
system prior to closing. 

2. Loan is closed. 

3. Information is reviewed for accuracy and updated again 
based on closing documents. 

4. Loan is “Funding Approved” after three day right of 
rescission. 

5. Loan is funded two (2) business days after loan has been 
“Funding Approved.” 
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Forms 
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Forms Generator 

• Access and complete Minnesota Housing Forms 
online with the Loan Commitment system. 

• Search for loans and create printable forms for the 
loan. 

• Will auto-populate with information entered in HDS.  

• Please review documents carefully prior to closing 
for accuracy. 
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Forms Generator 
3. Search for borrower. 

1. Click “Loan 
Forms.” 

2. Type in Last Name of 
borrower. 

4. Double click on borrower 
to open loan record. 



53 

Forms  

3. Carefully review each document for accuracy. 

1. Click on the 
forms you want 
to print. A check 
will appear in 
the box after 
you select the 
form. 

2. Click 
“Generate Form.” 
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Forms Generator 

• Verify ALL Loan Commitment system data is 
accurate and matches the loan file. 

– That borrowers names match on all loan 
documents. 

– Your company’s legal entity name throughout all 
forms. The Loan Commitment system uses 
“branch name” which may be different than the 
legal entity name. 
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Canceling a Commitment 

• Use caution when 
canceling a 
commitment.  

• You cannot cancel the 
current loan and 
recommit a new loan 
on the same property 
within 90 days of the 
original commitment.  
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Canceling a Commitment 

2. Click “Cancel.” 

1. Retrieve record from “Loan Management.” 

3. Click “OK.” 

4. Click “Create Report” (if 
necessary for underwriter). 
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Canceling a Commitment 

The file becomes “Read-only” and the status is “Canceled.” 
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Who is My Internal  
Web Administrator? 

• Contact information for 
your company’s Web 
Administrator is found here. 

• Contact your internal Web 
Administrator for: 

• User name and password 

• System access and privileges 

• Basic system questions 
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Reports 

Various reports are 
available in the Reports 
module 
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Locating a Confirmation Report 

1. Click on “Loan 
Management. 

3. Enter search 
criteria. 

2. Select “Advanced 
Search.” 
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Locating a Confirmation Report 

4. Single click on 

the loan. 

5. Click “Detail”, 

wait for page to 

load. 

6. Click 

“Confirmation 

Report/” 
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General 

Information about various 
Loan Commitment system 
functions available in Help 
module 
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Avoiding Common Errors 

• Review information for accuracy before 
populating system data to your forms. 

• Have closing paperwork with you when 
“Funding Approve” a loan. 

• Review all information prior to funding 
approve. 
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Minnesota Housing Resources 

• Program Manual and 
Forms Available 
Online here. 

• Visit 
www.mnhousing.gov 
for more resources. 

http://www.mnhousing.gov/wcs/Satellite?c=Page&cid=1358906136479&pagename=External%2FPage%2FEXTStandardLayout
http://www.mnhousing.gov/
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Partner Solutions Team 

Minnesota Housing staff is 
available from  

7:30 a.m. - 5 p.m. to  
answer your questions at: 

 
651.296.8215 or 800.710.8871 
mnhousing.solution@state.mn.us 

mailto:mnhousing.solution@state.mn.us

